
Check Expense  
Report Status 
SharePoint Quick Guide 

Complete the following steps to check the current status of your expense report.  

Step #1: Enter 
https://sp.eota.energy.
gov into your browser 
URL bar, then press         
       Enter key on your 
keyboard 
 
 
 
 
 
 

Step #2: Enter current 
Username and 
Password  
 

Step #3: Click Sign In  
 
 
 
 
 
 
 
 
 
 

Step #4: Click Travel 
Authorization & 
Expense Report, under 
Travel Forms 
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Step #5: The My Travel 
Dashboard will appear 
displaying the status of 
each submitted report 
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      Closed Status: 

Expense Report has 
been submitted to 
the Government for 
payment. 

    Quick Tip:  If necessary, click on 

the desired expense report to open, 
edit, save, and or print the report. 
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      Finalize Status: 

Travel Approval Form 
is waiting for you to 
complete travel and 
enter your ACTUAL 
expenses. 
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       FMT Approval 

Status: Travel 
Approval is waiting 
for Government 
approval. 
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 Questions?    
For questions or assistance please email Jennifer 
Nachor at jennifer.nachor@nnsa.doe.gov  or call 
(505)-845-6630 
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      FMT Pending 

Status: Travel 
Approval is on hold 
pending Government 
approval. 
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      Manager 

Approval Status: 
Travel Approval is 
waiting for EOTA 
Program Manager 
approval. 
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